
Job Code Approv ed/Adop ted Date

CITY OF RIVERSIDE
9570 02/03/98

HUMAN RESOURCES DEPARTMENT Revised

CLASSIFICATION SPECIFICATION

TITLE: ADMINISTRATIVE SERVICES MANAGER

DEFINITION 

Under m anagem ent direction, to manage and coo rdinate diverse and comp lex administrative services for a

department; to plan, organize, and direct budgetary, fiscal, personnel/payroll, and departmental computer

operations; to coordinate and conduct various analytical studies; to develop, establish and implement policies and

procedures; to formu late programs and p rojects; to act for the department head as  authorized; and to perform

other relate d duties a s require d. 

DISTINGUISHING CHARACTERISTICS

This man agemen t classification works under the direction of a City Department Head .  The Adm inistrative

Services Manager class is distinguished from the Senior Administrative Analyst classification by the difficulty and

complexity of duties, the supervision of professional staff, the manage rial responsibility for an administrative

serv ices  divisio n, and the  brea dth o f responsibility fo r adm inistra tive an d per sonnel/payroll a ctivities.  Th is clas s is

characterized by the responsibility to develop, manage, and coordinate the policies, programs, and financial

ope ration s of a  com plex  orga nizatio n.  Inc um ben ts ex ercis e dec ision- ma king  authority.  D irect s upe rvisio n is

exercised over professional, technical and/or clerical staff.  An incumbent may represent the Department Head

before  the City Cou ncil, City Man ager, co mm unity group s, other C ity staff, and the  public.  

REPORTS TO: Department Head

SUPERVISION RECEIVED AND EXERCISED 

Receives management direction from assigned Department Head.  Exercises supervision over professional, para-

professional, technical, and clerical staff, as assigned.

EXAMPLES OF DUTIES  

Duties may include, but are not limited to, the following:

• Assist the department director in establishing and implementing organizational policies and procedures for

department operations; monitor effectiveness of policies and procedures and make revisions or

recommendations for improvement as appropriate.

• Direct and coordinate the fiscal and analytical operations of the department, which may include, but are not

limited to, the functions of budgeting, fiscal control, accounting, purchasing, personnel, grant preparation and

analysis, contract administration, capital improvements and computer operations.

• Conduct or direct complex studies pertaining to a variety of administrative and operational problems;

determines actions appropriate for improvements; advise department director on findings and methods of

effective solution; prepare written reports and make presentations to various City groups and officials.

• Prepare or supervise the preparation of the departmental budget; review, analyze, and compile budgets of

various programs or divisions; explain needs and provide justifications for items; review and decide on

expen diture requ ests an d budg et varianc es.  

• Oversee the departmental computer operations; assist in the identification and recommendation of computer

software and hardware needs, acquisition/installation, application design and implementation, and computer

operation and maintenance.



Administrative Services Manager

Page 2  of 3

• Prepare or supervise the preparation of and review grant proposals for various programs and projects of the

department; interface with governmental agencies regarding requirements for obtaining funds and monitoring

procedures; present proposals to various boards and commissions in order to gain approval for programs and

projects.

• Manage and direct personnel actions; define and resolve complex work problems; establish work standards

and  oper ational objective s in as signed ar ea of  resp ons ibility.

• Coord inate all audits  related to d epartm ental or pro gram  operation  and se rvices; ex plain proc edures  to

auditors and serves as reference for questions.

• Review, interpret, and analyze new and proposed legislation; determine effect of legislation on operations and

programs o f the organization served; advise superiors of findings; take appropriate action in order to ensure

com pliance w ith existing ru les and re gulations ; propos e legislation o n own initiative o r upon re quest.

• Provide technical administrative support to City or departmental management, committees, or other personnel

as assigned.

• Participate in the selection of professional, para-professional, technical, and clerical personnel; establish work

standa rds; sup ervise, train, a nd evalu ate pers onnel. 

• Meet w ith other C ity departm ents, age ncies, an d com mittees , com mun ity groups an d public of ficials to

coordinate and implement various projects and programs.

• May represent the Department Head in administrative services matters in the Department Head's absence.

QUALIFICATIONS 

Know ledge of:  

• Federal, state, and local government organization.

• Applicable federal, state, and local laws, rules, and policies regarding local government operations.

• Principles of management, administration, and budgetary systems and procedures.

• Principles of supervision.

• Research methods and techniques, statistical and work measurements, and standards development and

implementation, and report presentation.

• Perso nal com puter op eration an d applica tions includ ing word  proces sing, data base, a nd spre ad she et. 

Ability to:  

• Analyze and supervise the systematic compilation of technical and statistical data and prepare complex

reports.

• Plan , orga nize, s upe rvise , and  evalu ate th e wo rk of  profess ional,  technica l, and  cleric al per sonnel.

• Properly interpret and make decisions in accordance with laws, rules, and policies.

• Supervise and condu ct analytical studies and prepare analytical reports of both policy and administrative

matte rs. 

• Analyze organizational and administrative problems; recommend and adopt an effective course of action.

• Present ideas, concepts an d recomm endations clearly and concisely in oral, written, and chart form.
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• Establish and maintain effective and cooperative working relationships with staff, City officials, and

representatives of other governmental agencies, community leaders and the general public.

• Coordinate activities with other divisions and City departments.

• Operate personal computer and applicable software programs.

Education and Experience: 

Any com binat ion of  expe rienc e and  educ ation  that w ould lik ely pro vide th e req uired  kno wledge an d abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: The equivalent to a Bachelor's Degree from an accredited college or university with major

work in p ublic or bu siness  adm inistration or a  closely related  field. 

Experience: At least five years of professional administrative experience.  A master's degree may

substitute  for one yea r of the req uired exp erience .  

MEDICAL CATEGORY:   Group 1

NECESSARY SPECIAL REQUIREMENT

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Administrative Services Manager

TO:  Department Head


